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TO THE READ NB DATABASE

Fall 2025



Adding a Tutor to the Database
Go to the Contacts Menu - I like to be on ‘all contacts’ - 

Click on New to create a new contact.

Hidden for privacy protection



The NEW CONTACT FORM should be completed as completely as you are able. We
provide stats to the provincial government re: age of our learners so birthdate is
important. Some donors (grants) may require you to track the county in which

your learners live.



Male

He/Him

German

October 1, 2000

Once you have created the contact, then you will create the profile. 
Do this by clicking the edit symbol on the profile line and choosing NEW PROFILE.



Fill out the New Profile: Tutor
form as completely as you are

able. Don’t forget you will need
to choose your contact’s name.

When you click in the search
contacts field, the latest contact

(the one for whom you are
completing this form) should

appear automatically. 

Please note: you should check
this off when you have received
their criminal record check and
record the date of completion.

When you have completed
filling out the form, click Save.



CREATING AN ASSIGNMENT
Once you have created the contact & profile, you are ready to create their
assignment. There are two ways to do this - click on Related and choose
Assignments (Tutor) or go to the right hand side of the main screen (shown here)
and click the down arrow to the right of Assignments (Tutor). 



Depending on how you ‘click’ through, you may see this page- choose NEW and it
will bring you to the pop-up box below 

When you get to this pop-up box, choose Tutor and click Next



By clicking Next you are going to come to this box. It is one way that you can assign
a learner to the tutor. The tutor’s name will already be listed in the tutor box. You will
need to go to the blank learner box and type in the name of the learner you want to

match this tutor with. Then click save.

Type learners’
name here:

On this form, you can
also add details about

the learner’s
assignment - choose
what they want help

with, choose their
status, and their

current level. 



Type tutor’s
name here:

You can also assign the tutor from the other direction... go to the contact form for
the Learner you want to paid, then go through the steps to create a new Learner
Assignment. When you do, you will come to this page - it looks the same as the
previous one except tthe learner’s name is already there and you have to match

them with the tutor by typing in the tutor’s name. 

On this form, you can also add
details about the learner’s

assignment - choose what they
want help with, choose their

status, and their current level. 



Now when you go back to the Tutor’s main contact page, you will be able to
see their assignment listed in the top right hand side. 



The last thing you are going to want to do is make sure that
both the Learner and the Tutor’s are listed as Matched. You

will see below, it says Unmatched. Click that little pencil
button, to open up the edit function for the page. 



Here you can change the Match Status - choose Matched
and click save at the bottom of the screen. Then do the same

thing for this tutor’s learner. 
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